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How to Find a Job Listing 

Learn how to: 

 Find a job listing 

 Sort job  listing information 

 Search for a job 

 View Job Status -Recruiting, Screening, Hiring 

 View Job Listing Details 

To begin, click on State Government Jobs under Featured Links Working & Living located here:  
http://mt.gov/.  If you move your cursor over the Tourism or Services headings, the menu will change.  
Move your cursor back over the Working & Living heading to find the State Government Jobs link.     

 

The page looks like this: 

 

 

NOTE:  Montana's Official State Website is http://mt.gov/.  Under Working & Living, you will 
find a variety of information about working and living in Montana such as state newspapers, 
Montana cities and destinations, and State Government Jobs. 

 

When you click on State Government Jobs, it takes you to the State of Montana Employment 
Information page.   

 

The page looks like this: 

http://mt.gov/
http://mt.gov/
http://mt.gov/statejobs/default.mcpx
http://mt.gov/statejobs/default.mcpx
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Please review the written and video instructions on How to Create and Manage Your State Job 
Application and How to Apply and Submit Your Application.    

 

 To find a job, you may click on the State Job Listings button or Search for a State Job link.   
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When you click on the State Job Listings button, it includes a list of all current open positions.   

The page looks like this: 

 

 
At the top of the page, you may sort by clicking on the page header columns.  At the bottom of the page, 
you may select the number of listings to view per page by clicking on the drop-down arrow.  You may 
also select Next>> to display more jobs on a new page.  
 
In addition, you may select the check box to Include Closed jobs.  This re-runs the search to include job 
listings that have closed.  Notice there is no Apply Online button for the jobs that are closed. 
 
The page looks like this: 
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The status column shows the status of the job listing - Recruiting, Screening, or Hiring.    

 

The status looks like this: 

 

 
Recruiting means an agency is recruiting and has not started the screening process.  
 

Screening means agency managers are reviewing applicants' application materials.  Note: To 
make the process more efficient, many HR staff and hiring managers may screen application 
materials as applicants apply.  Therefore, the job may still be open and in the screening status.   

 

Hiring means agency managers are making job offers.  In some cases, the job may still be open 
because there is more than one opening. 

 

For advanced search options, you can click on the link Search for a State Job on the State of Montana 
Employment page. 

http://mt.gov/statejobs/default.mcpx
http://mt.gov/statejobs/default.mcpx
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The page looks like this: 

 

 
 

When you click Search for a State Job, it will take you to the Search State Job Listings page.  
 
The page looks like this: 

 

 
 
This page has many search options, including a keyword, position or listing number, date range, location, 
occupational category and agency.  You can also search by multiple options.  When you have entered 
your option (s), click on the Search button at the bottom of the page.  It will display search results 
matching your criteria. 
 
For example, the search option of Agency: with the choice of Administration looks like this: 
 



6 
 

 
 

When you click on a title such as Network Administrator, it will bring up detailed information about the 
job.   
 
The top part of the Job Listing Details page looks like this: 
 

 
  

It has job information including position title and number, openings, closing date, salary and whether or 
not the job requires a state application.  There is also the Apply Online button. 
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The bottom part of the Job Listing Details page looks like this: 
  

 
 
It includes additional sections on Special Information, Competencies,   Education/Experience, 
Supplemental Questions and Additional Materials Required.  
 
 If there are no Supplemental Questions, it will show: None Required.    
 
The Additional Materials Required includes resumes, cover letters, writing samples, or transcripts.  If 
there are no required materials, it will show None Required. 
 

To create an application and apply for a job, see the written and video instructions on How to Create 
and Manage Your State Job Application and How to Apply and Submit Your Application.    

 

 

Thank you for considering employment with the State of Montana. 
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Contact Information 

The State of Montana has a decentralized human resources system and each agency is responsible for 

its own recruitment and selection processes.  

Therefore, to get help with the online employment application or for information concerning a specific 

job listing, contact the state agency human resources staff identified on the job listing.   

The State Government Recruitment Contacts  list also contains agency specific contact information.  

 
 

http://mt.gov/statejobs/pocontacts.mcpx

